HEADQUARTERS
UNI TED STATES EUROPEAN COMVAND
APO AE 09128

STAFF MEMORANDUM
NUVBER 30- 1 24 Aug 93

ADM NI STRATI VE MATTERS

Travel Orders

1. Summary.

a. To prescribe policy and procedures for preparation of orders for
(1) Tenporary Duty Travel (TDY).
(2) Courier duty.

(3) Mscellaneous travel to include nmedical travel and Invitational Travel
Orders (I TO.

(4) NATO Travel Orders.

b. To del egate authority to issue orders.

C. To descri be and assign responsibilities.

d. Thi s menmorandum applies to all HQ USEUCOM di rectorates and staff
of fices and extends use of Headquarters' processing procedures for |ocal use
except in those instances where authority to issue orders has not been made to
special activities.

e. Excl uded herein are order requirenents for Permanent-Change-of-Station
(PCS), Enmergency Leave, Student Travel, and "Perm ssive" TDY

2. Applicability. This Staff Menorandumis applicable to all directorates
and staft offices of HQ USEUCOM

3. Internal Control Systens. This Staff Menmorandumis subject to the

requi renents of AR 11-2. It contains internal control provisions but does not
contain checklists for conducting internal control reviews. These checklists
are contained in DA Crcular 11-87-6.

4. Suggested | nprovenents. ECJ1-AA is the proponent for this Staff
Menor andum and suggested 1 nprovenments shoul d be forwarded to HQ USEUCOM ATTN:
ECJ1- AA, Unit 30400, Box 1000, APO AE 09128.

5. Ref erences. See Appendi x A

6. Responsi bilities.

a. ECI1-A will:

(1) Authenticate all Invitational Travel Orders that authorize travel by
CGovernment Air. See paragraphs 12b and 13 of this regulation for instructions
on requesting | TGCs.

This Staff Menorandum supersedes SM 30-1, 17 Dec 86.
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*(2) Conduct yearly inspections of the TDY Order Log, | TO Order Log and TDY
order filing procedures of all activities.

b. Directors/Deputy Directors and Ofice Chiefs will:

(1) Ensure that travel orders issued will not result in an over obligation
of available funds. |If additional funding is required, it nust be requested
fromthe Conptroller prior to the approval of the orders. Directorates and
staff offices nust nmaintain adequate records to en-sure that the travel target
i s not exceeded and nust reconcile these records with the 208th Fi nance
Det achment on a nmonthly basis.

(2) Approve all travel orders including Invitational Travel Oders (ITO
for Contractor Personnel when directorate/staff office funds are being
utilized, AWAR 310-10; Vol | and Il, JFTR and this SM citing
directorate/staff office funds. Exceptions: See sections bel ow on nedi cal
orders for famly menbers, courier orders and Invitational Travel Oders
(1TO.

(3) Ensure that the least costly transportation and travel arrangenents are
made.

(4) Performsem annual review of travel to validate requirenents for
Bl anket Travel Orders (BTO) and submit results of review to ECI1- AA NOT LATER
THAN t he [ ast working day of April and Cctober.

cC. Directorate/staff office executive officers/adninistrative
of ficers/resource managers will:

(1) Review, authenticate and issue all travel orders.

(2) Miintain record copies of all orders issued. (See paragraph 16, this
SM for filing instructions.)

(3) Mintain a TDY Order Log and an I TO Order Log. (Appendix R).

d. ECIS will review and approve all requests pertaining to use and
i ssuance of orders authorizing mlitary air transportation for non- DOD
travelers and VIP visitors.

7. Policy and Procedures. All levels of approving authorities will review
the need for tenporary duty and travel to ensure travel is mnimzed and
performed only when no other means of communication or sup-port serves the
pur pose.

a. O der Procedures. HQDA is the executive agent for prescribing
adm ni strative procedures for HQ USEUCOM Departnent of the Armny order
procedures and formats (AR 310-10) will be used to satisfy all travel order
requi renents, regardl ess of Service affiliations. Requesting
directorates/staff office should include a statement in renarks section, TDY
order clarifying entitlenment differences prescribed by Service directives and
appropriate authorization.

*b. Approving O ficial (Block 18, DD Form 1610). Directors/deputy
directors and office chiefs, or the next senior individual, in absence of the
director/deputy director or office chief, will personally approve all TDY
order requests. The "TRAVEL-LER' and " APPROVI NG OFFI Cl AL" shoul d not be the
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same i ndi vidual .

*c. Order Authorizing Oficial or Authentication (Block 20, DD Form 1610).
Executive/ adm ni strative officers or resource managers of directorates/staff
of fices are del egated authority to authenticate HQ USEUCOM TDY orders.

d. Sour ce of Funds.

(1) The directorate or activity requiring travel will fund TDY for all HQ
USEUCOM personnel . Activities tasked to provide inspectors for inspections
conduct ed by HQ USEUCOM | nspector CGeneral (ECIG are required to fund for
their personnel. ECIGw Il only fund for Conmponent Command | nspections. The
Conptroller will provide assistance for TDY perfornmed for others on a
rei nbursabl e basi s.

(2) TDY for a requirenment inposed upon a subordi nate comand by and for the
benefit of HQ USEUCOM wi || be supported from funds available to this
headquarters. The subordi nate command will fund travel directed by HQ USEUCOM
in connection with the assigned m ssion of the subordi nate command.

(3) Directors and office chiefs will receive an Annual Fundi ng Program
(AFP) and quarterly targets fromthe Conptroller. The targets are based on
phased obligation plan subnmitted by the directorate or staff office.

e. Mbdes and O asses of Travel.

*(1) | AW paragraph 3-12 of AR 310-10 (Reference A-8) transportation officers
are responsi ble for deter-mning nodes of transportation. O-ders will reflect
the node of transportation determi ned to be nost appropriate by the orders
approving official after coordination (witten or verbal) with the
transportation of ficer. Orders will not specify a category or class of
airlift (e.g., Category Z travel) transportation.

(2) DOD policy directs use of AMC procured airlift for international travel
unl ess such airlift is unable to neet clearly defined m ssion requirenents.
VWhen Governnent airlift services are not available, air carriers of U S
registry nmust be used for official transportation requirenents when such
carriers are avail abl e and capabl e of satisfying the m ssion requirenents.
Foreign flag air carriers may be used, as specified in subparagraph U3125-C,
Vol 1, Joint Federal Travel Regul ations (JFTR) (Reference A-4) when U S. flag
air carriers are unavailable. A sanple statenent is at Appendi x B.

(3) Personnel using U S. Flag comercial air carriers for official travel
will use less-than-first-class accommodations. Exceptions to this policy are
stated i n subparagraph U3125-B3, JFTR  Authorization for use of first-class
acconmodations will be made in advance of travel unless extenuating or
energency circunstances nmake authorization inpossible. In these cases, the
traveler will obtain witten approval fromthe appropriate authority as soon
as possible after the travel is perforned.

(a) Request for before or after-the-fact approval nust be subnmitted to the
appropriate Secretary of the Uniforned Services or to the Chairman of the
Joint Chief of staff through the Chief of Staff (ECCS).

(b) Directors/deputy directors/
office chief, or the next senior individual in the absence of the
director/office chief will disapprove requests which are not adequately
justified.
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(c) Travelers nust exercise caution since approval of first-class air
travel is required to ensure paynent. Use of first-class accommodati ons
bef ore obtai ni ng approval could result in | osses to the individuals involved.
After-the-fact approval cannot be expected unl ess extenuating circunstances
fully warrant such support.

(4) Presidential appointees and 3 and 4 star general/flag officers are
aut horized to travel via Cipper Cass or Businessman's C ass when traveling
overseas on TDY (per Deputy Secretary of Defense nenorandum of 21 Aug 81
subject: Use of DOD Aircraft and First Class Travel). This provision is
extended to the general/
flag officer only. Request for use of Cipper/Business Class for travelers
other than 3 or 4 star general/flag officers will be subnmitted to the
appropriate Secretary of the Uniforned Services for approval.

f. POV Travel. Requests for authorization for POV travel wll be
processed by directorates and staff offices on a case-by-case basis. For
exanple, in the case of an individual who is traveling under authority of
Repeated Travel Orders (RTO or
Bl anket Travel Orders (BTO), each trip should be authorized and de-fended with
facts pertinent to each. Directorates and staff offices will maintain
evidence on file for one year substantiating the facts supporting the
aut hori zation for travel as being advantageous to the Government.

g. Speci al Conveyances. Wen travel is conducted under circuntances not
permtting travel by the usual neans of transportation, directors/deputy
directors and office chiefs may authorize the hire of boat, rental autos or
ot her coneyance. One or nore of the follow ng circunstances nust be present
to justify such authorizations:

(1) The traveler nust have in his/her possession bulky, scientific, fragile
or val uabl e equi pnent or exhibits;

(2) The traveler nust have in his/her possession classified docunents;

(3) The traveler is required to travel over routes where conmercial/
mlitary transportation is non-existent or so time consumng as to del ay
publ i c busi ness undul y;

(4) Use of a rental car would be nore economical than use of public
conveyance.

h. Messing and Billeting. Use of Government nessing and billeting
facilities will be required.

(1) Except for staff nmenbers attending Service operated schools at mlitary
installations, directors/
deputy directors and office chiefs may, either before or subsequent to travel,
certify that use of existing quarters and nessing facilities would adversely
af fect the perfornmance of the assigned mssion. This statenent will then
constitute a certificate of nonavailability for the purpose of reinbursenent.

(2) The restrictions cited in this paragraph do not apply to general and
flag officers or to civilians of equival ent rank

(3) Travelers not authorized to use government nmess (i.e., officers paid
separate rations) are exenpt fromthis restriction and do not need approval
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for waiving the requirenment. Item"L", HQ USEUCOM Suppl enental Instructions
for TDY, Appendix E, will be used.

i TDY Orders. Travel should be performed on individually issued orders
prepared for each specific trip. See paragraph 9 for exceptions.

*j. Travel Order Number. Block 22, DD Form 1610, will be nunbered using
the I ast two al pha characters of the directorate/staff offices' office synbol,
the two digit nuneric nonth code, followed by the nunmber of the orders issued
that nmonth (i.e., the first order issued by ECJ1 in March woul d be nunbered
J1-03-01, the fifteenth order for March would be J1-03-15). A new nunber in
the sane series will be used for each anmendnent, revocation or rescission pre-
pared on a DD Form 1610. Cite the nunmber of the |ast DD Form 1610 i ssued the
previous nmonth at the top of the first DD Form 1610 i ssued at the begi nning of
a new nmonth (e.g., "Travel Order Nunber J1-03-15 was the last of the series
for March" would be typed on the top margin of the first order issued for
April) (See paragraph 16, this SMfor Orders Filing Instructions).
Invitational Travel Orders will be nunbered using the two digit nuneric nonth
and a sequential number for the nunmber of |1TGOs issued during that nonth,
followed by the two digit office synbol of the preparing office (i.e. the
fifth I'TO of March prepared by J1 would be nunbered 03-05-J1). This is the
opposite of the TDY order nunbering system and serves to distinguish ITGs

i ssued with the sane nunber by different offices.

k. TDY Order Log. HQ USEUCOM Form 30-1A-R (TDY ORDER LOG), Appendi x R,
will be used to sequentially log all TDY Order nunbers and | TO order nunbers.
Separate logs will be used for DD Form 1610 and I TGs. Instructions for
conpl eti ng HQ USEUCOM For m 30- 1A-R are contai ned on the form

8. Preparati on and Processing of TDY Orders. Requests for regular TDY
travel wll be prepared on DD Form 1610 (Request and Authorization for TDY
Travel of DOD Personnel). The requesting directorate/staff office will
conpl ete DD Form 1610. See Appendi x C for instructions on preparation.

*a. Requesting office will conplete item 19 with accounting data provided by
t he USEUCOM Conptroller. The last fourteen digits of the accounting
classification will be the Document Reference Nunber, constructed foll ow ng
gui dance issued by the Conptroller. Approval by the director/staff office
chief or designated representative is required in this bl ock.

b. Executive/ adm nistrative officers will be provided the original order
request for review, control and authentication (signature, item 20, date and
orders nunber, itenms 21 and 22).

*c. Follow ng signature, sufficient copies of the order for each traveler
wi || be reproduced.

d. Backi ng Sheet s.

(1) Appendi x E, HQ USEUCOM Suppl enental Instructions for TDY, lists the
nost frequently needed and used special instructions. Requestors may, at
their discretion, elect to cite nunbered itens (e.g., itemE to authorize use
of taxicab) in item 16, Remarks Section, DD Form 1610, in lieu of conpleting
the statenent on authorization. Special Instructions contained in Appendix E
is the only list that will be accepted by 208th FI nance Detachnent.

*(2) Appendix F page F-1, the HQ USEUCOM dual backi ng, which contains an
identical listing as shown at Appendi x E, plus the HQ USEUCOM NATO TRAVEL
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ORDER ( HQ USEUCOM FORM 30-1-R) (Appendix F-2) for use in facilitating border
crossi ngs between and to NATO countries. NATO travel orders are required for
US. nmlitary personnel directed to travel to or through Bel gium Canada
Denmar k, France, CGermany, Greece, lceland, Italy, Luxenbourg, the Netherl ands,
Nor way, Portugal, Spain, Turkey or the United Kingdom (NOTE: NATO orders
will not be issued to civilian personnel).

(3) Backing sheets will be copied onto the reverse side of the DD Form 1610
by the Executive/Adm nistrative Oficer perform ng the authentication

e. VWhen it is inpractical to issue witten orders in advance of travel,
verbal orders may be issued and be confirmed by witten orders at the earliest
possi ble date with "VERBAL ORDERS COVMANDI NG OFFI CER' (VOCO date cited as the
sanme date of travel. The format sanple at Appendix Gwll apply with item?7
of the DD Form 1610 annotated to read "VOCO' and item 16 stating: "Travel
directed VOCO  VOCO date confirnmed "Date of Travel"

9. Amendnents. DD Form 1610 will also be used to notify concerned staff
of fi ces/ personnel of any change needed to TDY orders once issued.

a. The responsi bl e directorate/
staff office will complete itenms 1-7, 16-18, 20-22. Item 16 nust cite the
Docurment Reference Nunmber (DRN), travel order nunber and the issue date of the
original order being anended. Routing, processing, and distribution will be
the sane as for initial TDY order requests.

b. A sanpl e conpl eted anmendnent is at Appendi x G

10. Corrected Copy. Travel orders may be corrected by the organization that
published the original order to show the true state of affairs existing at the
time the original order was published. DD Form 1610 may be informally
corrected for mnor, admnistrative errors or over-sights (i.e., omssion of
SSN or an erroneous nunber) by:

a. Typing or neatly annotating necessary correction on DD Form 1610.

b. Typing in capital letters across top of original order (DD Form 1610)
" CORRECTED COPY".

C. Repr oduci ng required copies for travelers plus one for authentication
officers file.

d. Do not change orders to reflect facts that did not exist at the tine
the original order was published.

e. |Issue only one corrected copy. Further corrections will be nade by
revoki ng and rei ssuing the order

11. Resci ssi ons or Revocations. DD Form 1610 will be used to notify
concerned staff offices/personnel of rescissions or revocations of TDY orders.

a. The responsi bl e directorate/
staff office will conmplete itens 1-7, 16-18, 20-22. Requestor will cite the
Docunent Reference Nunber, travel order nunber and the issue date of the
original order being revoked or rescinded in item16. Routing, processing,
and distribution will be the same as for initial TDY order requests.

b. Usage:
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(1) Rescind an order when there is no longer a reason for maintaining it.
VWhen travel has been performed in conpliance with the order being rescinded,
rescind only the unexecuted portion of the order (e.g., by date/period,
geogr aphi cal destinations, or other appropriate order elenment). A sanple
rescission is at Appendi x H

(2) Revoke an order when it is void and was w thout effect fromthe
begi nning. A sanple revocation order is at Appendix |

12. Bl anket Travel Orders (BTO).

a. May be issued for periods up to one year for those staff nenbers who:

(1) Regularly and frequently make trips to undeterm ned | ocations; making
use of repeated travel orders inpractical

(2) Serve in an isolated duty station which does not permt rapid and
efficient processing of individual orders.

b. Shoul d include travel to all points in and between Europe and CONUS

C. BTGs will not be used for, or in conjunction with, field exercises or
attendance at school s.

d. WIIl be held to an absol ute m ni mum and be personally signed by the
director or office chief concerned.

e. WIIl include a docunment nunber (item 19, DD Form 1610) added by the
directorate/staff office preparing order

f. A sanple BTO is at Appendi x J.

13. Repeated Travel Oders (RTO. Repeated Travel Orders may be issued for
periods up to 60 days tor staff menbers involved in nunerous separate round-
trip journeys fromthis Head-quarters to, from or between specific |ocations,
excl udi ng CONUS.

a. Locations nust be the same (i.e., repeated trips to the same pl ace).
b. RTO may be issued for a period of 60 consecutive days.
C. A sanple RTO is at Appendi x K

14. Courier Orders. HQ USEUCOM official courier will travel without witten
orders. Individuals are eligible for per diem paynents when gone fromthe
Greater Stuttgart Area for periods in excess of 10 hours. The courier wll
submt a request for orders to ECJ1- AAC, acconpanied by a copy of the letter
designating the courier. ECI1-AAC will prepare, coordinate, obtain funding,

i ssue order and notify travel er upon publication

15. Medical Appointnent Orders. 1In the event prescribed care/treatnent is
not avallable 1n the [ocal area, orders may be issued for either mlitary
menbers or their famly menbers to travel to the nearest nedical facility
of fering required services as foll ows:

a. Mlitary menbers. DD Form 1610 will be used. 1In conjunction with the
TDY order request, a letter/
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medi cal appoi nt nent docunent issued by the local servicing nedical facility
will be attached and included in the review and coordi nati on procedures of
order issuance.

(1) Followi ng preparation, the requestor, will route order to the
appropriate Service element of the Personnel Division, ECI1.

(2) ECI1-P Service elenent (Arny and Air Force) will review, authorize
i ssuance, issue fund citation or route to ECJ1-RM for funding (Navy only), and
pass to ECJ1- AAC for authentication and publication.

(3) A sanmple of DD Form 1610 nedi cal order is at Appendi x L.

b. Fam |y nenbers. Invitational Travel Oders (1 TO format nust be used.
Sponsors directorate/staff office will prepare |1 TO based upon letter request
or nedi cal appoi ntment docunent issued by the |ocal servicing nedical
facility.

(1) Processing and distribution instructions are the same as for mlitary
menbers (see paragraph 12a).

(2) A sanple completed nmedical 1TOis at Appendix M

cC. Medi cal travel authorizations/
restrictions. See Appendi x N

16. Non-nenbers of the Forces (other than famly nenbers).

a. Contractor personnel and NATO staff menbers will use ITQ rather than DD
Form 1610 (unl ess government transportation is authorized in their contract).
The sane ternms and conditions specified within the DD Form 1610 apply also to
| TO format.

(1) Directorate/Staff Ofice will prepare I TO upon receipt of a witten
request from sponsoring activity.

(2) Funding procedures will be followed as with DD Form 1610.

(3) Authentication and distribution procedures. Upon issuance of order
nunber and signature of |1TO nake necessary distribution of the order.

*(4) A sanple ITO request is at Appendi x P.
(5) A sanple completed 1 TO for contractor personnel is at Appendix O

b. Visitors will use ITO rather than DD Form 1610. The sane terns and
conditions apply as stated above (see SM 5-27 and DOD Regul ati on 4515. 13R).

*(1) Requesting (sponsoring) directorate/staff office will obtain Conmand
G oup approval, where appropriate (use of U S. Mlitary air-craft), by
subm ssion of an ITO request (Appendix P) and an SSRS to ECJS.

(2) ECI1-AAC will issue ITO upon receipt of directive from ECIS.
(3) Distribution (both classified and unclassified) will be limted to

copies furnished to ECJS, ECI3-FQO, and one copy to sponsoring
directorate/staff office.
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17. Request for Tickets and Reservations. Request for TDY travel
arrangenents wll be submtted on HQ USEUCOM Form 30- 1B-R (Request for Trave
Ti ckets and Reservations), and forwarded to reach the Personnel Movenents

O fice, Transportation and Travel Division, Directorate of Logistics, EUCOM
Support G oup (conmonly referred to as Duty Travel O fice, Patch Barracks) a

m ni mum of three working days before the expected departure date. A sanple
copy of this formis at Appendix Q \When three days' advance notice cannot be
provi ded, travelers may tel ephonically contact Personnel Mvenents Ofice to
initiate reservation action and follow up by hand carrying orders throughout

t he system

18. Subm ssion and Docunentati on of Vouchers.

a. I ndividuals will conplete and submit travel vouchers to servicing F&AO
within five work days follow ng conpletion of TDY

b. I ndividuals will obtain necessary certificates of nonavailability of
CGovernnment quarters and ness facilities to support their travel vouchers.
Such certificates are not necessary when directors/
deputy directors and office chiefs issue the statenments cited in paragraph
7h(1).

C. USEUCOM travel ers, both mlitary and civilian, who have collected
advance travel pay, but are delinquent in filing reinbursenment voucher (30
days or nore follow ng expected date of return to duty station) will be
subj ect to:

(1) Collection action against salary and wages. 1AW5 U S. C 5705, and AR
37-106, the full amount of travel advance may be deducted frommlitary and
civilian salaries. Penalty and interest charges may al so be assessed.

(2) Aone time $15.00 adnmnistrative fee will be assessed, at a m ni mum
for late filing. This is in addition to any possible
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penalty and interest charges.

*19. Filing of DD Form 1610 and TDY Order Log. DD Form 1610 and TDY Order
Log will be filed TAWArny Regulation 25-400-2 utilizing MARKS Nunber 600d.
Thi s MARKS Number enconpasses both Mlitary and Civilian Tenporary Duty Travel
orders.

FOR THE COMVANDER | N CH EF:

OFFI A AL: Rl CHARD F. KELLER
Li eut enant General, USA
Chief of Staff

RI CHARD J. GARC A
LTC, USA
Adj ut ant General

Appendi xes

A - References

B - Sanple Foreign Flag Carrier Certificate

C - Instructions for Preparation of DD Form 1610 for DOD
Per sonnel

D - Sanple DD Form 1610

E - HQ USEUCOM Suppl enental |nstructions for TDY

F - HQ USEUCOM Suppl enental | nstructions for TDY/ NATO Tr avel
O der (HQ USEUCOM FORM 30- 1-R)

G - Sanple TDY Order Amendnent

H - Sanple TDY Order Resci ssion

| - Sanple TDY Order Revocation

J - Sanple TDY Bl anket Travel O der (BTO

K - Sanpl e TDY Repeated Travel O der (RTO

L - Sanple Medical Oder - Mlitary Menber

M - Sanpl e Medical |1TO Request - Famly Menber

N - Sanpl e Medical Travel Authorization/Restrictions

O - Sanpl e I TO Request

P - Sanple I TO Order - Contractor (Non-Fam |y Menber)

Q - Request for Travel Tickets and Reservations (HQ USEUCOM

Form 30- 1B)
TDY/ I TO O der Log (HQ USEUCOM 30-1A-R).

Py

D STRI BUTI ON:
B
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Ref er ences
A1 USC 5705
A-2. DOD Directive 1327.5, Leave and Liberty.

A-3. DOD Regul ation 4515.13-R, Air Transportation
Eligibility.

A-4. Volunmes | and |1, Joint Federal Travel Regul ations
(JFTR).

A-5. Routing Quide for International Air Travel, Mlitary
Traffic Managenment Command ( MIMC) .

A- 6. Arny Regul ation 25-400-2, Mdern Arny Recor dkeepi ng
Syst em ( MARKS) .

A7 Arny Regul ation 37-106, Finance & Accounting for
Installations - Station & Evacuati on Al | owances

A- 8. Arny Regul ation 310-10, Mlitary O ders.

A-9. Air Force Regulation 76-11, U S. Covernnent Rate
Tariff.

A-10. HQ USEUCOM St af f Menorandum 5-27, Oficial Visits
To HQ USEUCOM

A-11. HQ USEUCOM St aff Menorandum 25-3, ( CONFI DENTI AL)
Travel Control Restrictions of Certain Personnel (U).

A-12. HQ USEUCOM St af f Menor andum 30-8, Leaves, Passes,
and Perm ssive TDY.
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Sanpl e Foreign Flag Carrier Certificate

| certify that it was necessary for

(nanme of traveler)

to use
noncertificated* air carrier(s)

from

to

on

(date)
for the foll ow ng reasons:
(date) Signature of traveler or authorizing

of ficer

Title or position

Organi zati on

*Section 401 of Federal Aviation Act of 1958 (49 U. S. Code 1371).
HQ USEUCOM For m 30- 1a

B-1
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Appendi x C

I nstructions for Preparation of DD Form 1610 for DOD Personnel

| TEM

#

| NSTRUCTI ON

1. Enter day, nonth and year (e.g., 15 Aug 91).

2.
3.
4.

*10a.

Ent er
Ent er

Ent er

. Enter

. Enter

name and SSN of traveler.
position title, grade/rank, and Service of traveler.

name and | ocation of traveler's current permanent duty
station.

traveler's unit of assignnent.
travel er's duty phone nunber.

Enter "TDY" and, if appropriate, "G oup",
"Confirmatory", "Repeated", "Blanket", "Anendnent",
"Resci ssion", or "Revocation".

Enter the security clearance of traveler.

Specify clearly and fully. If TDY is to attend

nmeeti ngs of technical, professional, scientific or

ot her non-Federal agencies, enter "To attend (nane of
conference) (date of conference) as a |iaison
representative of (enter appropriate Service
affiliation) under authority of the Secretary of the
(enter appropriate Service affiliation) (date
approved)." If TDY is to attend school, also include
the reporting date, course title, class nunber and
quot a source.

Sel f-expl anatory. The period, including travel tine,
may be exceeded by 100 percent or seven days, whichever
is less, without requiring a travel order anendnent.
See paragraph 3-5b, AR 310-10 for continuous TDY at one
| ocation for a period in excess of 180 cal endar days.
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Appendi x C
I nstructions for Preparation of DD Form 1610 for DOD Personnel
(Cont)
| TEM # | NSTRUCTI ON
*10b. Enter the date, as accurately as possible, for
begi nning official travel. (Oficial travel may begin

as nmuch as seven days before or after the indicated
date, but is not official until the date travel order
i's issued.)

*11. Indicate places fromand to which official travel is
authorized and "return to" point. Do not enter a
| ocation unless TDY will be perfornmed at that |ocation
or arest stop is authorized at that |ocation under
par agraph W102, Vol |, JFTR If TDY is to be per-
formed at a mlitary organi zation, show the nane of the
mlitary installation at which the organization is
|ocated. If it is expected that the travel er may have
to vary froma prescribed itinerary to acconplish the
m ssion assignnment, enter an "X" in the block preceding
"Variation Authorized." Justification for variation
w Il be signed by the requesting or approving officia
and attached to the order.

*12. Transportation officers are responsi ble for determ ning
nmodes of transportation. O-ders wll reflect the node
of transportation determ ned to be the nost appropriate
by the approving official after coordination (witten
or verbal) wth the transportation officer. Oders
will not specify a category or class of airlift (e.g.,
category Z travel). Travel by privately owned
conveyance cannot be directed. TDY orders may show
that travel by privately owned conveyance is authorized
as nore advantageous to the Governnent. Leave space
next to "Rate per mle" blank. Leave bl ock next to
"M | eage rei nbursenment...as indicated in JFTR' bl ank.

13. Put an "X" in the box next to the statenent "Per
di em aut hori zed i n accordance with JTR'

*14. Leave Bl ank or enter information required by Resource
Manager .
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I nstructions for Preparation of DD Form 1610 for DOD Personnel
(Cont)

| TEM # | NSTRUCTI ON

*15. Enter the word "MAX'. Local Finance & Accounting Ofice wll
determ ne the appropriate anount of an advance paynent.

*16. Requestors nust devel op appropriate responses to this item by
referring to Appendi x E and regul ati ons or ot her
instructions governing the action to be taken. Except
when travel by POV is authorized as nore advantageous to
t he governnent, contact the supporting Transportation
Ofice to obtain GIR cost (Governnent Transportation
Cost) and enter "CGovernment TR cost is (enter anount)".
Do not include information that is not essential to the
TDY. Wien TDY is for maneuvers or exercises, enter "Per
diemwll (will not) be payable in accordance with AR 37-
52. Suppl enmental Instructions "K' and "L" will not used
together on a TDY order, except for BTGCs.

*17. The requesting official will signin this itemafter
determning that the TDY request neets prescribed
criteria. The requesting official will not normally sign
as the approving official. |If the requesting official is
al so the approving official, enter "Sanme as item 18" and
the official will signin item18.

*18. The approving official will signinthis itemafter
determning that the TDY request neets prescribed
criteria. The approving official will not normally sign
as the order authorizing official. |If the approving
official is also the order authorizing official, enter
"Sanme as item 20" and the official will sign in item 20.

*19. The Directorate/ Staff O fice Resource Manager will enter
t he appropriate accounting classification; the DSSN of
the office that nmaintains the individual's travel record
(DD Form 1588); and certify the availability of funds by
signing initem19. Wen TDY is to participate in
civilian cerenonies; enter, "A|l expenses incurred as a
result of this tenporary duty will be borne by (insert
nane of sponsoring agency)." Enter the Custoner
I dentification Code (CC) on all orders directing travel
to or froman overseas area. AR 37-26 explains the
construction of the C C
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Appendi x C

I nstructions for Preparation of DD Form 1610 for DOD Personnel

(Cont)
| TEM #
*20.

*21.
22.

| NSTRUCTI ON

The order authorizing official will sign in this item
after determning that the TDY request neets prescribed
criteria. Show order issuing organization and |ocation
in addition to title and signature of order authorizing
official. The requesting and approving official wll
not normally sign as the order authorizing official.

Sel f - expl anatory.

See paragraph 3k above for instructions on nunbering
orders.
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HQ USEUCOM Suppl enental I nstructions for TDY

HEADQUARTERS UNI TED STATES EURCPEAN COVVAND APO AE 09128
SUPPLEMENTAL | NSTRUCTI ONS FOR TDY

A Firearms WLL NOT be transported incident to this travel.
*B. You are designated Oficial Courier. Oficial couriers mnust
possess an official courier letter certified by the unit

security manager

C. You are authorized to wear civilian clothing (Except when
appoi nted EUCOM CONUS Couri er).

D. | mmuni zation Certificate required.

E. The utilization of taxicab, bus, streetcar, subway, ferry,
etc., as specified in Vol |, JFTR, Chap 3, Part E, applies
for mlitary and Vol 11, Chap 2, Part C, Para C 2100, Itens

2 and 3, for civilians is authorized.

F. You are required to imedi ately report to Installation
Housing or Billeting Oficer to determ ne whet her adequate
Government Quarters are available. Wen on-post Governnment
Quarters are utilized, the enployee is entitled to the
followwng: (a) limted exchange privileges | AWAR 60-20;

(b) use of post theater | AWAR 60-20; (c) use of Open Mess
Facilities | AWAR 215-1; (d) use of appropriated fund dining
facilities only where necessary | AWAR 40-3; (f) on post
transportation VIA post shuttle bus and post taxi.

G Travel is authorized by Mlitary (a) Train; (b) Aircraft;
(c) Vehicle.

H. Travel is authorized by comrercial (a) Train; (b) Arcraft;
(c) Bus (Incl Foreign Flag Carrier and extra fare rail,
provided no U S. Flag Carrier or governnent transportation
is avail able and a statenment of nonavailability is obtained
fromthe Transportation Ofice).

Travel is authorized by (a) POV "Travel time by POV in
excess of that required by use of common carrier wll be
charged as annual |eave"; (b) POV- TMDAG "POV consi dered nore
advant ageous to the Governnent. Reinbursenent for POV
travel when not consi dered nore advant ageous to the
Governnment is limted to cost of transportation by conmon
carrier (Vol 11, JFTR, Para C 6152).
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HQ USEUCOM Suppl emental I nstructions for TDY (Cont)

HEADQUARTERS UNI TED STATES EUROPEAN COMVAND APO AE 09128
SUPPLEMENTAL | NSTRUCTI ONS FOR TDY ( Cont)
J. Ai r baggage all owance: (a) 70 | bs or 3 pieces of baggage;

(b) 200 I'bs or 5 pieces of baggage.
K. A statenent of nonavail abi

gover nment nessing and bi l
utilized.

ity nmust be obtained if
eting facilities are not

L. Utilization of governnment nessing and billeting facilities
consi dered inpractical .

M Per diem all owance payable AW Vol 11, JTR, for civilians.

N. Aut hori zed to purchase (a) 100 (b) 200 (c) 300
(d) 400 supplenental liters of gasoline.

*O. Authorized to purchase bottled water.

*P. Authorized to hire rental auto, boat, or other conveyance.
First priority is to GSA contract rental conmpanies. This is
determ ned to be nore advantageous to the governnent.

Q Aut hori zed to nmake variations to the itinerary. Traveler
may proceed to additional |ocations as necessary to
acconplish the m ssion.

*R Leave authorized in conjunction with TDY, |eave dates as
I'isted.

18
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Sanpl e Medical I TO Request - Fam |y Menber
ECJ?

MEMORANDUM FOR ECJ1- A
SUBJECT: Request for Dependent Medical Invitational Travel O der
Request Medical Invitational Travel Orders be published on the
follow ng individual (s):

a. Patient's Nanme, SSS.: HEizabeth A Doe, 567-98-1234

b. Sponsor's Nanme, Rank, SSN  Major John J. Doe,
123-45- 6789

c. Location of Appointnent: Landstuhl, GCernmany
d. Date of Appointnent: 30 February 1992

e. Duration of Travel: 2 Days

JOHN J. DCE
Maj or, USAF

NOTE: TH S REQUEST WLL ONLY BE USED | F THE PATI ENT DCES NOI' HAVE
A STATEMENT FROM THE HOSPI TAL.

M1
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Sanpl e Medi cal Travel Authorization/Restrictions

The Joi nt Federal Travel Regulations, Volunmes | and Il annual
gui dance, published by the U S. Arny Health Services Comrand
pertaining to nedical travel provide for:

a. Ar Force: Travel and per diemfor active duty nmenbers
for their care and treatnment away fromduty station and where
designated to serve as a non-nedical attendant. Note that only one
non- nedi cal attendant nmay be authorized to acconpany a famly
menber at Covernnent expense. Further, famly nenbers are not
aut hori zed paynent of per diem

b. Arny:

(1) Travel and per diemfor active duty nenber care and
treatment away fromtheir duty station, nedical/non-nedica
attendants where designated for them or where Service nenbers are
designated to serve as non-nedical attendants for their famly
menbers. (Al treatnment only for in-patient care).

(2) Transportation for famly nmenbers of active duty
menbers and per diemand transportation for their nedical/non-
nmedi cal attendants. Note that only one non-nedi cal attendant may
acconpany a famly nenber at Covernnent expense and that famly
menbers are not authorized subsistence or | odgi ng expenses (per

di em

(3) Travel and per diemfor active duty nenber care and
treatment away fromtheir duty station (where stationed at other
than an Arny installation or activity) for outpatient care.

c. Navy/Marine Corps: Travel and per diemfor active duty
menber care and treatnent away fromtheir duty station and for
t heir nmedi cal / non-nedi cal attendants where designated for them or
where Service nenbers are designated to serve as non-nedi ca
attendants for their famly nmenbers or for other active duty
service nenbers (in-patient care).

d. Accounting citations for medical travel will be prepared

by ECJ1-P Service Elenent (for Arny and Air Force personnel) or
ECJ1-RM (for Navy and Marine Corps personnel).

N1
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*Sanpl e 1 TO O der
LETTERHEAD
ORDERS: 03-05-J1 10 March 1993
Traveler is authorized to travel as indicated:

M. R chard K Roundtable, Systens Engineer, GS-13 (Equiv), SSN or
Passport #

Authority: Departnent of Defense Directive 4515.13R, Vol |1, JTR
and AR 310-10; MIMC Cui de
Itinerary: Patch Barracks, Vaihingen, Germany to Lisbon, Portugal
and return to Patch Barracks, Vaihingen, GCermany
Variations in itinerary authorized
Current Address: HQ USEUCOM Vai hingen/ Stuttgart, Germany (Patch
Bar r acks)
Home of Record: Thule, Geenland
Purpose: Conduct Site Survey for ODC, Lisbon, Portugal for
possi ble installation of a new conputer system
Accounting d ass:
9303495. 04948 094J1 EJ@&®4023 0349FKA -04 V 094-4 049495-3
a. Per Dem $ 769.00

b. Travel: $ 738.00
C. Q her: $ 100. 00 CERTI FYI NG OFFI C AL
d Tot al : $1607. 00

ClC. 48575 48409328

Movenent Designator Code: NA

Addi tional Instructions:

a. Contract Nunber: DAJA93-91-C 0004

b. Mbde of Transportation: Travel by POV, Commercial Air/Rental
car is authorized.

c. M. Roundtable is an enpl oyee of Confusion Conputer Corp which
is under contract to HQ USEUCOM

d. dearance is TOP SECRET

Period of Travel: 21 - 25 March 1993

FOR THE COMVANDER | N CH EF:

S| GNATURE

DI STRI BUTI ON:
Indiv (10)
ECJ1- RM (1)
ECJ1- COR (1)
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Sanpl e | TO Request - Contractor (Non-Fam |y Menber)

ECDC

MEMORANDUM FCR ECJ1- A
SUBJECT: Request for Invitational Travel O der
Request Invitational Travel Orders be published on the follow ng
i ndi vi dual (s):

a. Travelers' Nanes Rank (or equivalent) and Title: M. John
J. Doe, GS-15 equivalent, United Conputer Repair Conpany, Techni cal
Representati ve to USEUCOM ECJ6.

b. Authority:

c. Itinerary: Burbank, California to Stuttgart, Germany and
return to Burbank, California.

d. CQurrent Location: Burbank, California

e. Purpose: To supervise repair of ECI6 Conputer System
f. Accounting Gtation:

*g. dC

*h. Contract Nunber:

*i. Mode of Transportation:

*}. Period of Travel: 30 February 1992 - 15 March 1992

COMVAND CGROUP
APPROVAL



